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Receipting and Depositing:         
1. Receives trust fund monies         
2. Prepares Deposit Order (D.O.)         
3. Reviews D.O. and compares to supporting 

collection records.  
        

Recording:         
4. Records trust fund receipts to subsidiary and/or 

general ledger. 
        

5. Records trust fund disbursements to subsidiary 
and/or general ledger. 

        

Disbursing:         
6. Custodian of the Request for Trust Fund Check 

forms. 
        

7. Prepares the Request for Trust Fund Check          
8. Reviews the Request for Trust Fund Check and 

compares to supporting documents 
        

9. Authorizes the Request for Trust Fund Check         
Reconciling:         
10. Reconciles subsidiary ledgers to General 

Ledger. 
        

11. Reviews and approves reconciliations         
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See Internal Control Questionnaire (ICQ) question #3, pg. 2. 
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